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Date: Thursday, August 25, 2016 12:51:09 PM
Attachments: removed.txt

DOC082516-08252016123904.pdf
DOC082516-08252016123511.pdf

Lorna,
The attached documents outlined the process and was presented by Gina and Anissa.

The EPA IEQ tools were reviewed by the entire committee along with an School Environment
Team program from 1999.

Hopefully, this helps.

Olivia Claus, FMA
Director, School Facilities, Community Use, Safety, Insurance and Risk Management
Harmony-Maximizer-Arranger-Positivity-Consistency

All information in this message is confidential and may be legally privileged. Only intended recipients are
authorized to use it.

From: "Rosenberg, Lorna" <Rosenberg.lorna@epa.gov>
Date: Wednesday, August 24, 2016 at 12:19 PM

To: Olivia Claus <Qlivia_Claus@hcpss.org>

Subject: Hi there,

Do you have a written piece that documents the process for your new IEQ program? That is
more detailed than what is on the Web page?

Also, how did you incorporate the EPA IEQ - tools for schools etc in the program? Thanks!!

ﬁomaf § Eom%

Green and Healthy Schools Coordinator, Region 3 EPA
LEED Green Associate

1650 Arch Street

Philadelphia, PA 19103

W: 215-814-5389
M: 215-779-1953

Rosenberg.lorna@epa.gov
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HOWARD COUNTY

~PUBLIC SCHOOL SYSTEM

BOARD OF EDUCATION OF HOWARD COUNTY

MEETING AGENDA ITEM
TiTLE: Indoor Environmental Quality Advisory Report DATE  February 25,2016
Gina Massella, Administrative Director, High Schools
PRESENTER(S): Anissa Brown Dennis, Administrative Director, Middle Schools

ViISION 2018 GoaL:  [X] Students < staff B4 Families and Community  [X] Organization

OVERVIEW:

This report provides the Indoor Environmental Quality (IEQ) Advisory Committee's recommendations to
the Superintendent as prescribed in the modification of Policy 6080: Sustainability, Implementation
Procedures. The IEQ Advisory Committee reviewed the current services and practices of the Howard
County Public School System’s (HCPSS) Department of School Facilities. The commitiee analyzed
and studied the resources of the Environmental Protection Agency’s (EPA) Indoor Air Quality Tools for
Schools Framework and Action Kit, reviewed the past work of the School Environment Team (SET)
developed by the Health & Environmental Issues Committee of the PTA Council of Howard County,
reviewed the resources and experiences of neighboring public schools systems, various stakeholder
groups including students, staff members, parents, and community members. The committee
developed recommendations that were shared with the Superint\endent’s Cabinet.

The Superintendent is implementing the |IEQ Advisory Committee’s reco\nmendations for a two-fold
plan of action and communication. The action plan includes systemwide scheduled and standardized
walk-through reviews of designated areas of each Howard County Public School System facility.
Protocols are recommended for communication that will inform the Howard County community on all
IEQ concerns, updates, and resolutions.

RECOMMENPATION/FUTURE DIRECTION: Implement the recommendations described in this report.

SUBMITTED BY: APPROVAL/CONCURRENCE:
Frank V. Eastham, Jr. Renee A. Foose, Ed.D.
Executive Director Superintendent
School Improvement and
Administration

Gina Massella, Ph.D. Linda T. Wise
Administrative Director Deputy Superintendent
High Schools

Anissa Brown Dennis
Administrative Director
Middle Schools





2015 Indoor Environmental Quality Advisory Committee Membership

The Charter approved on September 17, 2015 described the membership of the 2015 Indoor Quality
Advisory Committee membership. Positions were announced publicly and the following students, staff,
and community members volunteered to serve on the Advisory Committee in the positions indicated.

2015-16 IEQ Advisory Committee Participants
Co Facilitators: Gina Massella and Anissa Brown Dennis

Office of Executive Services: Caryn Lasser

Office of School Facilities and Custodial; Olivia Claus
Office of School Facilities and Custodial: Alan Moss

Office of Building Services: Herb Savje

Office of School Construction: Dan Keiser

Office of Risk Management: Jeff Klenke

Office of Integrated Pest Management: Mark Hardin

Office of Energy Management: Diane Sweeney

Office of Custodial Services: Larry Phillips

10. Office of Food Services: Brian Ralph

11. Office of Health Services: Kerrie Wagaman

12. Office of Transportation: David Ramsay

13. Office of Secondary Science: Mary Weller

14. Elementary School Administrator: Denise Lancaster

15. Middle School Administrator: Tammy Goldeisen

16. High School Administrator: Addie Kaufman

17. High School Principal: Karl Schindler

18. Elementary School Teacher: Rebecca Otte

19. Elementary Special Education Para educator: Vanessa Lichliter
20. Sustainability Inc: Mark Paxton

21.Howard County Health Department: Mike Davis

22. Elementary School Parent: Daysha Liggins

23. Elementary School Parent: Bryan Pax

24, Middle School Parent: Ming Pang

25. High School Parent: Nirmala Manipandian

26. Community Member At Large: David Jett

27. Community Advisory Council: Jennifer Swickard Mallo

28. Cultural Proficiency and Equity Advisory: Charlene Allen
29. Howard County Administrators Association: Lenore Schiff e p
30. Howard County Administrators Association: Brein Bashore
31. PTA Council Howard County: Bill Santos

32. PTA Council Howard County: Daniel Vona

33. Howard County Association of Student Councils: Catherine Strawley
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Indoor Environmental Quality Advisory Report

BACKGROUND

On September 3, 2015, the Howard County Public School System (HCPSS) Board of Education (BOE)
approved a modification of Policy 6080: Sustainability, Implementation Procedures. This modification
under Operations and Maintenance Practices stated that HCPSS would regularly evaluate all facilities ,
as to the building systems, building exterior structures, building cleanliness and appearance, energy
usage, and other aspects pertaining to the building. A walk-through of facilities will be conducted as
part of this evaluation. A representative team of stakeholders with suggested participants was also
included in the modification of Policy 6080.

In order to comply with the modifications of Policy 6080, Sustainability, a Charter was presented to the
HCPSS Board of Education on September 17, 2015, which established the Indoor Environmental
Quality (IEQ) Advisory Committee. The IEQ Advisory Committee was charged with recommending to
the Superintendent a systemwide walk-through process that will enhance the system’s ability to achieve
the goals outlined in Vision 2018. The work of the IEQ Advisory Committee aligns and supports all four
goals of Vision 2018 by strategically examining the organizational practices that ensure providing and
maintaining a quality healthy environment in all of the HCPSS's and school facilities. Specifically, the
outcomes and strategies of Vision 2018 strongly aligned with the work of the IEQ Advisory Committee
were the following:

Outcome 1.7:  Schools support the social and emotional safety and well-being of all students.
1.7.6 Strengthen professional learning in safeguarding students’ social and emotional
safety and well-being.
Outcome 2.1:  Staff members experience a culture of trust, transparency, and collaboration.
2.2.1 Build structures for cross-functional collaboration among offices and schools.
Outcome 3.1:  HCPSS collaborates with family and community partners to engender a culture
of trust, transparency, and mutual respect.
3.1.3 Consistently include representatives from stakeholder groups in planning
processes to inform school system actions and decisions.
Outcome 4.1: All facilities are safe and secure.
4.1.1 Strengthen security and safety practices and ensure consistency across
the school system.
Outcome 4.6: Decisions are informed by relevant data in all operational areas.
4.6.1 Regularly consider research-based best practices.
4.6.2 Consistently include collaborative stakeholders teams in planning processes
to inform decisions.

According to the September 17, 2015 Charter, the objectives of the IEQ Advisory Committee were to:

*» Examine the Environmental Protection Agency’s (EPA) Indoor Air Quality Tools for Schools
Framework and Action Kit.

* Review applicable federal, state, and local laws and regulations governing indoor environmental
quality in school facilities including preventive maintenance, housekeeping, pest management,
environmental investigation and response.

* Examine available data on indoor environmental quality in HCPSS facilities.

» Identify protocols and processes for all HCPSS facilities to monitor, improve, and regularly assess
indoor environmental quality in all facilities.

* Collect and consider feedback from stakeholder groups.

* Note any implications or follow-up actions that may be necessary as a result of the committee’s
recommendations.

* Develop a recommendation that will enhance the system’s ability to achieve Vision 2018.
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* Submit a recommendation for a system-wide plan on Indoor Environmental Quality to the
Superintendent.

Extensive research was conducted using the resources provided in the EPA’s Indoor Air Quality Tools
for Schools Framework and Action Kit as well as various newsletters and pamphlets. The EPA's Indoor
Air Quality Tools for Schools Framework and Action Kit is endorsed by the National Education
Association, National PTA, and the American Lung Association, as well as other notable organizations.
The work of the School Environment Team (SET), developed in 1998 by the Health & Environmental
Issues Committee of the PTA Council of Howard County was analyzed and reviewed. Montgomery
County Public School System (MCPS) and Baltimore County Public School System (BCPS) were
contacted, and both systems were generous in sharing their experiences and resources regarding
indoor environmental challenges and resolutions. Background reading on current indoor environmental
concerns in HCPSS as well as systems across the state were reviewed and considered. The IEQ
Advisory Committee, which was composed of a diverse group of stakeholders from the HCPSS
including, students, parents, and the community at large, met five times beginning on October 6, 2015
with the final meeting held on November 23, 2015 for a total of ten meeting hours. In addition, and
outside the formal meeting hours, the IEQ Advisory Committee reviewed documents and resources on
a web-based platform established for this committee, which summarized its work, shared resources,
and collected team feedback.

This report describes the recommendations developed by the IEQ Advisory Committee for a
systemwide walk-through process and communication protocols for the HCPSS. The Superintendent’s
Cabinet reviewed the committee’s recommended systemwide plan and the supporting communication
protocols that allow all stakeholders to be fully informed regarding the environmental quality of the
facilities of the HCPSS.

Overview

A systemwide plan to address indoor environmental quality in the facilities of the HCPSS is presented
in this report. The IEQ Advisory Committee analyzed and incorporated components of the EPA's Indoor
Air Quality Tools for Schools Framework and Action Kit which provided a comprehensive Framework
for Effective School Indoor Air Quality Management: Six Technical Solutions, which educated the IEQ
Advisory Committee about the most common environmental problems experienced in schools, and
included HVAC problems, moisture and mold, Integrated Pest Management (IPM), cleaning,
maintenance, material selection, source control, energy efficiency, and the appropriate technical
solutions. Several of the resource checklists developed by the EPA were reviewed and adapted for the
HCPSS by the IEQ Advisory Committee in conjunction with many of the resource checklists developed
by the SET. Copies of the checklists developed by the IEQ Advisory Committee recommended for the
systemwide framework are included in the appendices of this report.

In addition, the findings, materials, and resources of the MCPS and the BCPS were reviewed and
analyzed for “lessons learned” and were incorporated by the facilitators throughout the work of the
committee. Especially useful was the MCPS’s Concern Form, which provided a useful model for
developing a generic concern form that could by used to document and communicate IEQ concerns in
the HCPSS. The work of the IEQ Advisory Committee incorporated input from stakeholder groups
including students, teachers, administrators, technical experts from the HCPSS and the Howard County
Health Department, parents and community members. Additional input was received from the
Superintendent’s Cabinet during review of the recommendations of the IEQ Advisory Committee.





Plan of Action

A two-fold plan of action and communication for indoor environmental quality is planned. The action
plan includes systemwide scheduled and standardized walk-through reviews of designated areas of
each HCPSS facility. The walk-through reviews would be conducted at least twice each year, or more
as needed. Each team would be composed of a diverse representative group of HCPSS facilities
personnel, school staff, parents, students, and community members, led by an IEQ School-based
Team Leader. An appointed HCPSS IEQ Coordinator in the HCPSS Department of School Facilities
would monitor all school/facility teams.

Protocols for communication will be implemented that will inform the Howard County community on all
IEQ concerns, updates, and resolutions. These communication protocols include a designated space
on the HCPSS website for IEQ information, developments, and updates. The protocols recommend
that each school use its website to inform its community of any and all IEQ concerns in a like manner.
Furthermore, both the HCPSS website and each school website should provide an easily accessible
form which can be downloaded. The form can be used to document any IEQ concern or question with a
specific turn around time for contact and response. Copies of all concern forms and resolutions should
be filed at the district level with copies of the appropriate concerns and resolutions filed at each school.
A mission statement developed by the IEQ Advisory Committee communicates the mission of IEQ
School-based Teams to the HCPSS community at large, and guides the work of the IEQ School-based
Teams.

The Walk-Through Review Process

The IEQ Advisory Committee began its work by using the EPA’s Framework for Effective School Indoor
Air Quality Management as a guide to study the current practices and approaches to address I[EQ
problems in the HCPSS. Key representatives from the HCPSS Department of Facilities, which included
Building Services, Custodial Services, Grounds Services, Energy Management Services, and IPM, who
also served on the IEQ Committee, reported on the identification and the corresponding best practices
and steps currently taken to address these common problems. Once the IEQ Advisory Committee was
able to learn about and study the current services and solutions for typical IEQ problems provided by
HCPSS specialists, the IEQ Advisory Committee took a more in-depth look at the charge of the
committee as designated by the Charter for a systemwide plan on IEQ and began its work on the first
part of the envisioned two-fold plan; an organized walk-through review process.

Based on the process previously used by SET with the adaptations of the EPA’s Indoor Air Quality
Tools for Schools Framework and Action Kit, the walk-through process was broken down into seven
components: participants of the team, the task of the team, general walk-through areas, the IEQ
Coordinator, the general walk-through process, the role of classroom teachers, and the role of the
building administrator. These components were assigned to sub-committees for review, and study.
Each subcommittee reported their findings to the committee at large. Findings were compiled and each
group member was given the opportunity to extend support and make final comments on all findings in
a document, IEQ Decision-Making Feedback Recommendations, which is included in the appendices.

Participants of the Team

It is recommended that each school or facility have an IEQ walk-through team that will receive training.
The majority of the IEQ Advisory Committee believed that the school/facility teams should include the
following participants, as a minimum for every school/facility:

1. Health nurse or health assistant representative: This person is key and will have background
knowledge on students/staff in the school with health concerns and challenges.





2. Custodial building supervisor: This person has full and extensive knowledge of the building and its
history, if any with environmental concerns.

3. Staff member: It is suggested that if only one staff member is on the team, the participant should
be a member of HCEA. If more than one staff member is willing to serve, a para educator or other
staff members might be considered.

4. Parent representative: At least one, however two or three is preferred. It is recommended that one
participant be a PTA representative. The opportunity for two additional community members to
participate will increase trust and transparency.

5. High School science lab representative: Laboratories and chemicals have additional considerations
that a trained professional must be cognizant of to ensure safety protocols for use and disposal are
being followed.

6. IPM and Risk Management representatives: It was noted that the manpower for this service is

limited. Unless the personnel for these two areas are increased it may be best to consider these

two office representatives used on “as needed,” basis or for consultation.

IEQ Team Leader: Each school/facility should have a team leader.

HCPSS IEQ Coordinator: While it may not be necessary for a County IEQ Coordinator be present

for every walk-through, it is strongly suggested that there be a Central Office IEQ Coordinator. This

person from the HCPSS Department of Facilities will "oversee” all local teams and coordinate at the
district level.

o ~

The Task of the School-Based Walk-Through Team

It is important to consider the amount and availability of HCPSS resources and personnel when the
task of walk-through school-based teams are planned, which the IEQ Advisory Committee
recommended at least twice a school year. If a specific concern is noted or reported, additional walk-
throughs can be planned to ensure that the particular concern has been satisfactorily resolved. Due to
the heavy use of high school buildings, a summer walk-through might also be considered. In addition,
the IEQ Advisory Committee recommended that the first walk-through be an introductory walk-through
to familiarize the school-based team with the building and campus of the school. If a building is under
construction or renovation the construction manager should be part of the walk-through team. A
standardized form for documenting the results of all walk-throughs should be developed and used by all
IEQ School-based Teams.

General Walk-Through Areas

The IEQ Advisory Committee noted that some of the areas listed on the EPA checklist, the SET
checklist, or both, such as the boiler and mechanical rooms are regularly inspected by HCPSS
personnel. Therefore, the IEQ School-based Teams may choose to review the appropriate
documentation of these inspections rather than physically inspect the particular areas. The IEQ
Advisory Committee did discuss the possibility that only qualified personnel should have access to the
roof area and crawl spaces, for safety and liability reasons. Although playground areas, the track and
stadium areas should be reviewed because the mud, dirt, and allergens can be brought into the
building and thus affect the air quality, the high school concession stands are maintained by the booster
groups and must be regularly inspected by the Howard County Health Department and therefore do not
need to be part of the walk-through. The following areas should be considered for the walk-through
review process, which when finalized should be standardized.

Air intakes

Any outside vents
Bathrooms

Boiler room
Building perimeters
Concession stands
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7. Crawl space
8. Dumpsters
9. Hallways
10. Locker rooms

11. Mechanical closets

12. Playgrounds

13. Ramps to outer buildings
14. Roofs

15. Stadium area/Track area
16. Stairwells

17. Storage areas in basements
18. Walk-ways

19. Water fountains

The IEQ Coordinator and School-based Team Leader:

The IEQ Advisory Committee fully supported that there must be an IEQ Coordinator at the central office
level and an IEQ School-based Team Leader at each school level. The committee also supported joint
responsibility and accountability at the school and district level. While the IEQ Advisory Committee
appreciated the limited number of district personnel, the committee strongly supported the appointment
of a staff member of the Department of School Facilities as the IEQ Coordinator for the HCPSS. The
IEQ Coordinator would be responsible for the training of all school-based IEQ Team Leaders, and
serve as a liaison and single point of contact. Part of the training provided by the IEQ Coordinator
would be a model walk-through for all the IEQ School-based Team Leaders to ensure standardization
and consistency of the process. It will also be the IEQ Coordinator's responsibility to respond to all
submitted concern forms and communicate with the schools for a timely resolution of any concerns.
The school-based IEQ Team Leaders should be provided with a standardized list of their defined
responsibilities which should include: the training of all team members, setting meeting dates,
communicating with the team, conducting the actual walk-through process, logging concerns,
communicating concerns to the IEQ Coordinator, and communicating the resolution of concerns with
the school administration. The IEQ School-based Team Leader should post the results of the walk-
through process on the school's website.

General Walk-Through Review Process

The IEQ Advisory Committee determined that the walk-through team should conduct both the indoor
and outdoor review of each school/facility, and that all suggested standardized checklists should be
developed in simple laymen's vocabulary and terms.  “The Indoor Air Quality Backgrounder: The
Basics," included in the EPA’s Indoor Air Quality Tools for Schools Framework and Action Kit contains
helpful information that should be part of the IEQ School Team training. A copy is included in the
appendices. All IEQ School-based Teams should receive copies of the master checklist and any
specialized area checklists (Science labs, Family and Consumer Science) that will be used as well as a
map of the facility, and the necessary equipment for temperature and humidity monitoring. The IEQ
School-based Team members should be checking for the following in all areas: unusual odors, thermal
comfort, safety, excess moisture, proper ventilation and general cleanliness. The IEQ Advisory Form
Committee recommends that the SET format for the Master Indoor and Outdoor Checklist be used to
develop the Master Checklist for IEQ School-based Teams (with appropriate updating). The format <
includes a list of reviewed areas, columns to mark if the area is okay, or needs attention, as wellas an  ~
area for comments. A copy is included in the appendices. Finally, The IEQ Advisory Committee
recommends that any kind of "safety inspection” of equipment continue to be handled by the HCPSS
Office of Safety and Risk Management.





General Classroom Teachers

The IEQ Advisory Committee discussed the importance of all school staff, especially classroom
teachers being part of the front line approach to maintaining indoor quality environments. The
“Background Information for Teacher’'s Classroom Checklist,” provided in the EPA’s Indoor Air Quality
Tools for Schools Framework and Action Kit is essential for school staff. A copy of this document is
included in the appendices. This information might be included in a Safe Schools Module for delivery
and should be a part of the opening of each school year. Every classroom teacher should report any
problem in their designated instructional areas to the building administrator and the custodial staff. The
EPA Indoor Air Quality Tools for Schools Framework and Action Kit includes a very user-friendly
classroom checklist for their reference, which is included in the appendices. Any, and all
problems/concerns should be immediately reported to the appropriate administrator or other school
personnel (Chief custodian). Classrooms should be inspected on a regular basis by the appropriate
school leadership staff. Although it is suggested that eating in classrooms should be discouraged
because of potential IPM issues, the IEQ Advisory Committee is aware of the challenge that this
recommendation poses especially at the elementary level. Teachers should educate students on the
importance of a quality indoor environment and the important part students play in its maintenance.
Specialized instructional areas might require separate specific checklists (science labs, food labs, gym,
weight rooms, art rooms). “A quick reference guide” posted to serve as daily reminders to maintain a
quality indoor environment might be developed for staff similar to the guide provided by SET (refrain
from stacking books or hanging clothing in front of vents, etc.) A copy of this guide is included in the
appendices.

Administrative Staff Checklist

The IEQ Advisory Committee reviewed the separate Administrative Staff Background Handout and
Administrative Staff Checklist provided in the EPA’s Indoor Air Quality Tools for Schools Framework
and Action Kit. Both documents are included in the appendices of this document. The IEQ Advisory
Committee determined that the IEQ School-based Team, which should include an administrator,
already covered several of these items. It was noted that particular items included on the list such as
inspection of office machinery be deleted as contracted technicians perform this service. The
committee also discussed that at the high school level the assistant principal that is responsible for the
supervision of the school facility might serve as the IEQ School-based Team Leader, however this may
not be feasible at the middle or elementary levels. The responsibilities listed do not include tasks to be
performed by HCPSS technicians and experts (HVAC, etc.). The team identified the following as
responsibilities of the school administration:

1. Be proactive by holding the custodial team accountable for maintaining a clean building and
ensuring that normal routines and procedures are consistently practiced.

2. Inform the staff at the beginning of each school year of the teacher/classroom checklists that should

be completed on a consistent basis. Iltems and actions should be clearly defined and explained in

order for staff to maintain their teaching/work areas (this may be done through a safe schools

module).

Ensure that office machinery and other equipment are housed in an appropriately ventilated area.

Assist the school nurse or health assistant in identifying head lice if necessary.

Ensure that the IEQ School-based Team is active and performs its duties.

Read all concerns forms and confirm follow-up and resolution by communicating with IEQ

Coordinator as necessary.

Submit a Safe Schools Plan each year to the Office of Safety and Risk Management for review and

feedback.
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Communication Protocols

Students, staff, and the entire Howard County community utilize the facilities of the HCPSS every day,
all day long. High school buildings are especially popular because of the auditoriums and gymnasiums,
and many buildings are in use seven days a week from early in the morning until 11:00 in the evening.
While the IEQ Advisory Committee learned that it is not uncommon for all buildings to develop
structural, operational, and functional problems, it is paramount that when such problems occur, that
each problem be handled correctly, efficiently, and in a timely manner. As the HCPSS is accountable
to the Howard County community at large, it is also paramount to build trust and reliability. Therefore,
when problems do occur, identified problems as well as resolutions must be communicated to all
stakeholders in an open and transparent manner. A similar collaborative process previously described
was used by the IEQ Advisory Committee to do the work for this part of systemwide plan. The IEQ
Advisory Committee broke into sub groups and examined the MCPS IEQ Complaint Form. Each sub
group discussed edits, changes and made suggestions for a general IEQ Concern Form, which were
presented full committee. Sub groups reviewed, updated, and rewrote the mission statement
developed by SET in 1998. Finally subgroups suggested further ways to use social media to
communicate IEQ topics with the HCPSS community. For each topic, all work developed by sub groups
was shared and reviewed by the whole group. Each group member was given the opportunity to share
comments and feedback on the full set of recommendations. To put the communication protocols into
action the IEQ Advisory Committee recommends the following:

» All IEQ School-based Teams will support and make actionable the mission statement developed by
the IEQ Advisory Committee.

Mission of the IEQ School-Based Team
The IEQ School-based Team identifies potential issues/concerns before they reach the level where
occupants’ health and safety are at risk, to provide an avenue of communication through which any
concerned individual can report potential indoor environmental problems, and to increase education
and awareness of the importance of maintaining proper indoor environments.

« An HCPSS website will be developed to provide IEQ environmental information to the HCPSS
community. The HCPSS website will provide information about concerns, potential as well as
identified problems, and resolutions as necessary and appropriate to the system as a whole.

« Each school will include a location on its canvas page/website for the same IEQ information as it
relates to that particular school. In particular, each school will communicate all results of scheduled
walk-through reviews of the building. Any and all problems identified by the IEQ School-based
Teams will be reported along with ongoing work and resolutions.

* Both the HCPSS website and all school canvas pages/websites will provide the opportunity for
individuals to download and submit either electronically or in hard copy a concern form.

*» The IEQ Concern Form suggested by the IEQ Advisory Committee should be confined to one page.
The suggested information to be included on the form is listed in the appendices.





Next Steps

The following work will be divided into four phases that are not necessarily sequential. In fact, some
may occur in tandem. Doing so will provide opportunities for constructive feedback and continuous
improvement as each component of the plan is rolled out across the county.

TIMELINE FOR A JULY 1, 2016 ROLL OUT

Timeline

Action

Phase 1;
3/15-4/15

Finalize the systemwide electronic template developed from the recommendations of
the IEQ Advisory Committee for the walk-through process for school-based IEQ
Teams.

Phase 2:
4/15 - 5/15

Implement a pilot walk-through in an elementary, middle, and high school. This will
provide the opportunity to ensure that the walk-through process collects the important
data, which is necessary to ensure quality indoor environments and provide the
opportunity to make improvements to the walk-through process if necessary.

Phase 3:
6/1 - 8/15

The development of specific IEQ modules to be added to the Safe Schools Program for
school-based staff and other professional learning for school-based staff based on the
recommendations of the IEQ Advisory Team.

Phase 4:
711 - 8/31

The further development of the HCPSS Website page, which addresses systemwide
indoor environmental quality issues, concerns, and updates. The website would include
access to the Indoor Environmental Quality Concern Form which could be downloaded,
completed, and submitted by any person along with notification of receipt. The
development of a IEQ template for all schools which can be incorporated into their
website to inform communities of indoor environmental quality issues, concerns, and
updates. This page would include access to the Indoor Quality Concern Form, which
could be downloaded, completed, and submitted, with notification of receipt.
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REPORT

BOARD OF EDUCATION OF HOWARD COUNTY

MEETING AGENDA ITEM
TITLE! IEQ Plan of Action: Implementation Progress Report DATE:  June 9, 2016
Gina Massella, Administrative Director of High Schools
PRESENTER(S): Anissa Brown Dennis, Administrative Director of Middle Schools

VISION 2018 GoaL:  [X] Students ] Staff X Families and Community — [X] Organization

OVERVIEW:

On February 25, 2016 staff presented the Indoor Environmental Quality (IEQ) Advisory Committee’s two-fold plan of
action and communication designed to address and communicate all indoor environmental quality concerns in Howard
County Public School System facilities.

The IEQ Advisory Committee’s two-fold plan of action and communication was divided into four phases for a July 1,
2016 roll out which would allow opportunities for constructive feedback and continuous improvement of each
component of the two-fold plan. This report provides an update and progress report on the four phases for the
development and implementation of the two-fold plan of action and communication.

RECOMMENDATION/FUTURE DIRECTION:

Staff will continue to monitor, address and communicate all indoor environmental quality concerns.

SUBMITTED

BY: APPROVAL/CONCURRENCE:
Frank V. Eastham, Jr, Renee A. Foose, Ed.D,
Executive Director Superintendent
School Improvement and
Administration
Gina Massella, Ph.D. Linda T. Wise.
Administrative Director Deputy Superintendent

High Schools

Anissa Brown Dennis
Administrative Director
Middle Schools





Overview

On February 25, 2016, staff presented the Indoor Environmental Quality {(IEQ) Advisory
Committee’s two-fold plan of action and communication designed to address and
communicate all indoor environmental quality concerns in Howard County Public School
System (HCPSS) facilities.

The [EQ Advisory Committee’s two-fold plan of action and communication was divided into
four phases for a July 1, 2016 roll out which would allow opportunities for constructive
feedback and continuous improvement of each component of the two-fold plan. This report
provides an update and progress report on the four phases for the development and
implementaticn of the two-fold plan of action and communication,

Background

In order to comply with the modifications of Policy 6080, Sustainability, a Charter was
presented to the HCPSS Board of Education on September 17, 2015, which established the
[EQ Advisory Committee. The IEQ Advisory Committee was charged with recommending to
the Superintendent a systemwide walk-through process that will enhance the system’s ability
to achieve the goals outlined in Vision 2018. The work of the IEQ Advisory Comimittee aligns
and supports all four goals of Vision 2018 by strategically examining the organizational
practices that ensure providing and maintaining a quality healthy environment in all of the
HCPSS's and school facilities. Specifically, the cutcomes and strategies of Vision 2018 strongly
aligned with the work of the [EQ} Advisory Committee were the following:

Qutcome 1.7:  Schools support the social and emotional safety and well-being of all
students.
1.7.6  Strengthen professional learning in safeguarding students’ social and
emotional safety and well-being.
Outcome 2.1:  Staff members experience a culture of trust, transparency, and
collaboration.
2.2.1 Build structures for cross-functional collaboration among offices
and schools.
Outcome 3.1:  HCPSS collaborates with family and community partners to
engender a culture of trust, transparency, and mutual respect.
3.1.3 Consistently include representatives from stakeholder groups
in planning processes to inform school system actions and decisions.
Outcome 41:  All facilities are safe and secure.
4.1.1 Strengthen security and safety practices and ensure consistency
across the school system.
Outcome 4.6:  Decisions are informed by relevant data in all operational areas.
4.6.1 Regularly consider research-based best practices.
4,6.2 Consistently include collaborative stakeholder teams in planning
processes to inform decisions.

A systemwide plan to address indoor environmental quality in the facilities of the HCPSS was
presented in the Board Report on February 25, 2016, In that report, the [EQ Advisory
Committee analyzed and incorporated components of the EPA’s Indoor Air Quality Tools for
Schools Framework and Action Kit which provided a comprehensive Framework for Effective
School Indoor Air Quality Management: Seven Technical Solutions, which educated the IEQ
Advisory Committee about the most common environmental problems experienced in
schools, and included HVAC problems, moisture and mold, Integrated Pest Management
(IPM), cleaning, maintenance, material selection, source control, energy efficiency, and the
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appropriate technical solutions. Several of the resource checklists developed by the EPA
were reviewed and adapted for the HCPSS by the [EQ Advisory Committee in conjunction
with many of the resource checklists developed by the School Environment Team (SET).
Copies of the checklists developed by the IEQ Advisory Committee recommended for the
systemwide framework were included in the appendices of the February 25, 2016 report.
The plan of action designed by the IEQ Advisory Team is described below.

Plan of Action

The plan of action includes systemwide scheduled and standardized walk-through reviews of
designated areas of each HCPSS facility. The walk-through reviews would be conducted at
least twice each year, or more as needed. Each team would be composed of a diverse
representative group of HCPSS facilities personnel, school staff, parents, students, and

community members, led by an IEQ School-based Team Leader. An appointed HCPSS IEQ .~

Coordinator in the HCPSS Department of School Facilities would monitor all school/facility
teams.

Protocols for communication will be implemented that will inform the Howard County
community on all IEQ concerns, updates, and resolutions. These communication protocols
include a designated space on the HCPSS website for IEQ information, developments, and
updates. The protocols recommend that each school use its website to inform its community
of any and all IEQ concerns in a like manner. Furthermore, both the HCPSS website and each
school website should provide an easily accessible form which can be downloaded. The form
can be used to document any IEQ concern or question with a specific turn around time for
contact and response. Copies of all concern forms and resolutions will be filed at the district
level with copies of the appropriate concerns and resolutions filed at each school. A mission
statement developed by the IEQ Advisory Committee communicates the mission of IEQ
School-based Teams to the HCPSS community at large, and guides the work of the IEQ School-
based Teams.

Update/Progress Report on the Roll Out of 4 Phases

Timeline | - Action :
Phisyicei Finalize the systemwide electronic template developed from the
3/15 _4/'15 recommendations of the IEQ Advisory Committee for the walk-through
process for school-based [EQ Teams.
Implement a pilot walk-through in an elementary, middle, and high school.
T This will provide the opportunity to ensure that the walk-through process
4/15 - S/iS collects the important data, which is necessary to ensure quality indoor
environments and provide the opportunity to make improvements to the
walk-through process if necessary.
Phase 3: The development of specific IEQ modules to be added to the Safe Schools
6/1 - 8/1.5 Program for school-based staff and other professional learning for school-
based staff based on the recommendations of the IEQ Advisory Team.
The further development of the HCPSS Website page, which addresses
systemwide indoor environmental quality issues, concerns, and updates.
The website would include access to the IEQ Concern Form which could be
o downloaded, completed, and submitted by any person along with
7/1- 8/3;1 notification of receipt. The development of a IEQ template for all schools
which can be incorporated into their website to inform communities of
indoor environmental quality issues, concerns, and updates. This page
would include access to the IEQ Concern Form, which could be downloaded,
completed, and submitted, with notification of receipt.
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Phase One and Phase Two

Phase One and Phase Two are complete.

During the month of March a subcommittee composed of staff from School Facilities and
School Administration met several times to edit, refine, discuss technical vocabulary, and
condense the template for the Master Walk-Through Checklist and the Classreom Checklist.

For the Master Walk-Through Checklist, the subcommittee identified three schools, one at the
high, middle and elementary levels to field test the Master Walk-Through Checklist for
understanding of the items or “look-fors” included, the use of the template, and the time
required to complete a thorough walk-through of each type of facility. The following HCPSS
offices sent representatives to serve on the pilet walk-through for each school.

» Building Administrator: Principal and Assistant Principal from each school

» Director of High Schools: Gina Massella

» Director of Middle Schools: Anissa Brown Dennis

» Director of School Facilities: Olivia Claus

» Office of School Facilities: Keith Richardson

¢ Office of Building Services: Herb Savje

s Office of Custodial Services: Larry Phillips, Mycul Beale, Melodee Phillips, Edward
Nicholson

» Chief Custodian: Day Chief Custedian from each scheol

» Office of Energy Services: Diane Sweeney

» Office of Health Services: Shannon Blount, Kerry Wagaman

s Office of Food Service: Rosalie Edwards

» Office of Maintenance: Tony Bonomo

» Office of Risk Management: Jeff Klenk, Terry Street

» Office of School Construction: Alan Moss

» Office of Integrated Pest Management: Mark Hardin

Mr. Mike Davis from the Howard County Health Department and Mr. Ed Light from Building
Dynamics, LLC, participated in all three walk-throughs. Each school invited three community
members to serve on the pilot walk-through for his/her particular school and a teacher
representative from HCEA was present for each school walk-through as well as the school
nurse or health assistant.

Before each walk-through was conducted, each team met to set a context and purpose for the
pilot walk-through, review the template, review the building plan, and organize the
participants into an even number of teams. Team leaders were identified for each of the
teams, beginning times were noted and the walk-through was conducted. Following each
pilot walk-through, the full team met and debriefed the process, noting any suggestions for
revision of the template, discuss the process itself, and the time required. Each school was
given the results of the walk-through noting any areas, which required improvement as well
as areas for commendation.

Following all three pilot walk-throughs, the School Administration and School Facilities
subcommittee met again to further revise and improve the Master Walk-Through Checklist
template in preparation for the design of the electronic version. For quality assurance, two
additional pilot walk-throughs were conducted at the high and middle school levels. The
finalized electronic version of the Master Walk-Through Checklist is included in the
appendices.





The School Administration and School Facilities subcommittee also revised and edited the
template of the Teacher Classroom Checklist, which will be completed by classroom teachers
once each quarter. The template of the Teacher Classroom Checklist was field tested by
teachers in a high, middle, and elementary school. Teachers reviewed the items, noted the
time required to complete the checklist and make additional comments. Based on the field
test, representatives from the subcommittee met to revise, condense, and clarify the Teacher
Classroom Checklist. Based on the pilots, the average classroom teacher will need
approximately 10 minutes to complete the classroom checklist. An electronic version of the
Teacher Classroom Checklist has been created and it will be available for teachers to
download from their school IEQ page, and send to their school {EQ Team Leader for review
and appropriate action.

Phase Three

Staff completed about 50% of the Professional Learning Modules included in Phase Three of
the plan of action, which according to the established time frame will be finalized by August
15, 2016.

The content/information, which will be included in the Safe Schools IEQ Module will be
developed based on the items included in the Teacher Classroom Checklist. The IEQ Module
will be part of the online training that all HCPSS staff will complete at the beginning of each
new school year. The creation of the training module will be completed over the summer,
We are also developing talking points for school administrators to utilize with their staff to
set a context or “the why" for the use of a Teacher Classroom Checklist and to ensure that
every school staff membership takes ownership in maintaining indoor air quality in all HCPSS
facilities.

Phase Four

Phase Four is near completion ahead of schedule, the time frame July 1, 2016 to August 31,
2016. The HCPSS IEQ page is up and running and has been publishing updates on the work of
the phases. Anyone can access the main website for HCPSS and type in “I'rending Topics” or
“IEQ” and the IEQ page will load. Concern forms can be accessed from the HCPSS IEQ
webpage, each school IEQ webpage, and ready to go live is TellHoCo, which is a mobile app.
Concern Forms will be sent to the IEQ Help Desk for processing and eventually all of the
Master Walk-Through Checklists, which are completed by each school twice each year.

The framework for the individual school IEQ webpages is under construction. Staff is
working on standardizing what is included on the pages. Interested people can access the
Concern Form from each school’s IEQ page, and see the individual school’'s Master Checklist
and the resolution of any identified [EQ concerns.





Attachment 1

HOWARD COUNTY

PUBLIC SCHOOL SYSTEM

TEQ Concern Form
School Facilities
IEQ Coordinator

Instructions: Complete this form if you believe that you have a concern about the indoor
environmental quality of a HCPSS building or facility, The form is to be submitted to the
HCPSS IEQ Coordinator. You will be contacted within 5 working days regarding your concern.

Name of person completing the form: Date of this request:

__ Student ~ Staff  Parent ___ Visitor

Contact information: Phone: Email:

School Building/Facility: Location (specific room or area)

Briefly describe the concern or problem. Have you attached a photo? _ Date of photo:

When did you notice the problem:
Signature:

Action taken:

Name and Signature of the person responding:

10910 Clarksville Pike  Ellicott City, MD 21042 ¢ 410-313-6600 « www.hcpss.org





Name:

School:

Teacher’s
Signature:

Room/Location:

Teacher’s Classroom Checklist

Directions: Assess the status of the following and complete the checklist by checking the “Yes” or “No,” or “Nat appficable” box beside each item. “No” requires further
attention. Add comments as necessary. Please include if and when you have reported the concern to your administration or head custodian. Please be sure to sign the
document at the bottom of each page and submit it to the 1EQ Leader in your school or assigned Assistant Pringipal.

2 JuaWyoElY

-7 General Cleaniiness

Yes

No

Comments

=

My room is dusted and floor cleaned regularly

>

. My reom is free of clutter

w

. The trash is removed daily

[

All food is stored in tightly sealed container

o

. Any animal food s stared in tightly sealed container

o

. My room is free of pests and vermin

~

. | havefusa unscented HCPSS approved cleaners

o

. Fish tanks are maintained/ clean fwithout odor

9. Condensate is wiped from windows, windowsills, and window frames

10. Indoor surfaces of exterior walls are free of condensate

11. Areas around ang under classroom sinks are free of leaks

] ] I | | | |
I ] | |
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Yes Comments

2. Classroom lavatories are free of leaks

r=3

=y
w

. Any spills are cleaned promptly

—

4, Ceiling tiles and walls are frea of water stains

15. There are no water stains anywhere in the classroom

=y

6. Rlants have waterproof barriers in place and no standing water

17. | know location of heating, ventilation, and air cenditioning units

18, My reom is comfartable.

19. Air supply pathway is not obstructed

20, There are no vehicle return, kitchen/feod, andfor chemical eders in the classroom

HEN|NNNE N

Educational Supplies (Art; Sclence, Technology Education, FACS 70

21. Any necessary Safety Data Sheets are accessible

22. All chemicals labeled accurately with date of receipt/preparation and pertinant
precautionary information

23, All supplies are stored accarding te manufactures’ recommendations

HEEN| N RN R
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School Name:

Principal:

Date:

<0 Reony {Laeation,, o] SR L ER o g es v Comments.

3

Shrubbery not near vents or windows which can be opened

Trees do not provide access 1o roof

33

No broken windows

3d,

Windows are closed

3

e

. Exwerior doors are closed

36,

Na pools of standing/stagnant water

3.

Exterior vencer intact

LB

Quisidle ights working and intact

39.

Gutters and downspouts clearworking

40,

No stains from roof on outside walls

4

. Bins for gathage and recycling clearly marked

42,

[~

Hard surfaces (sidewalks, ete.) elcared of any rf application

43

Proper maintenance of planted beds and other vegetation

44,

Landscaping and turf look healthy and disease free

< e Number .

:{ Comments;

Re-Inspection Required Within 30 Days: Yes _D No







